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AGENCY FILE FOLDER LABELS

A. Between November 1959 and October 1960, Agency Bupply ilssued:

KRAFT FILE FPOLDERS

Insued Type Stock No.
10k ,450 Plain - Legal Size 014 No. Changed

48,700 Plain - legal Size 7530-~200-4308
106,933 Fastener in lst Position - Legal Size 7530-559-4512
78,625 Fosteners in 1lst and 3rd - Legal Size 7530-K05-4920
g,025 Fastensrs in 2nd snd bth - Legal 8ize 7530-H05-T231
36,000 Plain - letter Size T530-H05-0031

36,050 Fastensr in lst Positlon - Letter Size 7530-H05 4439

31,567 Fastensr in lst end 3rd - legger Size 7530-H05-4ko21
2,000 Fastener in lst and Lth - Letter Size 7530-H05-6686

TOTAL 453,350 (Legal, Plain cost sbout 1.5¢ eachj with 1 fastener 4,99 each)

FANFOLD - GUMMED LABELS - (Boxes of 500)

Stock Level On Hand Issusd Type Stock Number
120 206 103 Green 7530-551-3655
240 194 313 Pink 7530-551~3656
220 177 152 Buff 7530-551~365T
350 14k 155 White 7530-551-3658
100 277 003  Blue 7530-551-3659

TOTAL 998 726 (Cost 16¢ per box of 500)
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GS-3 Ammual Wage - $3,760 or $1.80 per hour
G8-4  Armual Wage - 34,040 or $1.95 per howr
08-5  Amual Wage - $4,345 or §2.10 per hour

Our tests show that on swall jobs (labeling 15 folders) a girl
is ope to tvo minmutes faster when using adhessive labels than vhen
she uses gummed labels. On larger jcbs (100 folders) the tiwme d1f-
ference multiplies rspidly. She completea the job in half the tiwe
(18 winutes vs. 36) end the quality of her finished product is
twice as gooll.

Several years agazgminitmthre processing cost of one requl-
sition vas estimated to be sbout $25. Todsy that paperwork cost
13 estimsted to have risen to about $45 sccording to caloulations
of Supply Control Breneh, Supply Divialon, Office of Loglsties.
Conservatively we use $30 in our estimats in this study.

Iest year the Agency issusd 726 boxes of gummed labels

23&3,@3; econting $116. About 1,450 boxes of adhesive labels

360,000} will eost ebout $i5h, an imcrease of $348 per year. How-
ever, this inorease can be meutralized by elimimation of the 10 or
15 requisitions certain to develop each year until adhesive latels
are stanlard stock items., Also I believe this increased cost will
be more than ccopensated for by the clerical time saved each year
when spplying 300,000 sdhesive rather than gumved lsbels to folders.
In 1959 GSA charged 504 per box of adheaive labels and in 1960 their
ecost dropped to 32¢ per box. A similar drop in the future because
of increased orders would not be uncommon. Use of adhesive Jabels
will eliminste Tubture need for additional supplies of molstering
equipnent required in offices using zurmed labels.

gubstitution of & nev and preferable stock item usually cuts
down requasts for the old 1tem. Totsl loss of supplies in this
case woull be the $160 worth of labels in the werehouse as of Jan-
uary 1961, as inficated above in parsgraph A.

(ne Tinal, related matter needs 2 detalled explanation:

{1} last Summer, an Agency employee recoumended
stocking of adhesive "Identification” labels ss a sub-
stitute for the Demnison 2" x " Qusmed ladels used on
packages. The suggestion was adopted and s fev Jozen
boxes were purchased and put into the Warehouse,
are in 3 sizes {approx. 2xh, 1x3, and 1/2x1 3/L) with
Agency Stoek Ko. 7530-H00-5115 thru 5117.

-2 -

Approved For Release 2005/07/13 : CIA-RDP70-00211R000800070057-3
CIA INTERNAL USE ONLY



Approved For Release 2005/0704\: EYAIHEHAL-86%5 18880500070057-3

(2) These "identification" labels cost $1.25
per box or $2.50 per 500 labels cowpared to €lid per
500 adhesive "f1le folder" labels., These "identi-
ficetion"” labels are too costly to be used for files.
Records Managewent Staff was not consulted about
adopting the suggestion or stocking of these labels.

(3) During the Winter of 1959 and Spring of
1960 and 1961 this Staff has eonducted 10 Filing Work.-
shops attended by L57 Agency employees. The training
included: Filing Systems, Procedures, Zquipment, snd
Supplies, Naturally questions were raised zs anxly as
Novenber 1959 concerning availsbility of adhesive f1le
Tolder labels. At that time the folder lebels were in
the GSA catalog, were used in several govermment agen-
oles, snd were recommended in lectures given by National
Archives and Records Service. Every Workshop group
was told these labels were NOT stocked by this Agency.
They also were told that when they had a large file-
lebeling project which justified the added expense they
could order them on special requisitions if thelr of-
floes were willing to budget funds for them. Lagk
uonth wore questions were raised. Thege questions in-
cluded the "identification" lsbels and their use on
files. Buch a label substitution we heve discouraged
becauas of the cost.

() The stocking of the reccmmended adhesive "file
folder" labels will probably eliminate the confusion and
expensive wisuse connected with the "identifdcation”
labels in your supply systenm.
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